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Welcome and Staff Introductions

Christine Louie, Senior Planner

Alicia Smith, Housing Technician

Edgar Cruz, Planner

Melanie Erickson, Planner

Susan Johnson, Planner

Cathy Remick, Planner

Christine.Louie@dcd.cccounty.us HOME/CDBG/NSP/HOPWA

Alicia.Smith@dcd.cccounty.us BONDS

Edgar.Cruz@dcd.cccounty.us ONE DRIVE/TECHNICAL ASSISTANCE

Melanie.Erickson@dcd.cccounty.us

Susan.Johnson@dcd.cccounty.us

Cathy.Remick@dcd.cccounty.us



Agenda

1.Welcome and Staff Introductions

2.Zoom Protocols

3.2022 Monitoring ƿFederal Programs

4.2022 Monitoring ƿBond Projects

5.FOCUS Online Reporting System ƿPSR 
Submittals

6.FOCUS Troubleshooting

7. Property Inspections

8. HOME Program Compliance

9. Monitoring Forms

10. Using One Drive to Upload Documents

11. Monitoring Timeline/Schedule

12. Questions
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Zoom Protocols
During the Meeting

Microphones
Qbsujdjqboutǃ!njdspqipoft!ibwf!cffo!nvufe/!Ipxfwfs-!

at the end of the presentation, we will call upon 

participants with questions.

Questions
Participants who are waiting to ask their question at 

uif!foe!pg!tubggǃt!qsftfoubujpo!nbz!ep!tp!fjuifs!pomjof!

or by telephone. If accessing the meeting online, 

sfrvftu!up!tqfbl!cz!dmjdljoh!uif!ǆSbjtf!IboeǇ!gvodujpo/!

If accessing the meeting by telephone, request to 

speak by dialing #2.

Q & A Box
Questions may also be submitted via the Q and A Box 

throughout the meeting.

?
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2022 Monitoring ƿFederal Programs
What to Expect

File Review

ÁHOME, CDBG, HOPWA, NSP, and Bond programs will be monitored per your Regulatory 

Agreement.

ÁFile Reviews will be performed remotely, like we did last year.

ÁThis monitoring is for the time frame of March 31, 2021, through April 1, 2022.

Á Individual Planners will reach out to contacts. Alicia Smith will oversee the bond portion 

of monitoring.

ÁDocuments are available on the County website and will be sent via email.

PRE-MONITORING Meeting  

Physical Inspection

ÁThe property Physical Inspection will be in-person with a County Inspector.

ÁAdditional information about both the file and physical inspection will follow in this 

presentation.
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2022 Monitoring ƿBond Programs
What to Expect

File Review

ÁBond programs will be monitored per your Regulatory Agreement.

ÁBond program compliance income in rent limits are generated through FOCUS.

ÁUtility Allowance is provided by Contra Costa County Housing Authority.

ÁFile Reviews will be performed remotely, like we did last year.

ÁThis monitoring is for the time frame of January 1, 2022, through March 31, 2021 

(based on 1st quarter reporting).

ÁAlicia Smith will oversee the bond portion of monitoring.

ÁThere will be no physical inspections for the Bond units.

PRE-MONITORING Meeting  
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FOCUSOnline Reporting System
For PSR Submittals

Next FOCUS 
Training is 

May 26, 
2022 

11:00am

CAITLIN LANCTOT
FOCUS Administrator

Website: https://focus.housingcompliance.org/

Email: clanctot@housingcompliance.org

PRE-MONITORING Meeting  

Registration URL will 
be in the chat.
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FOCUS Mistakes
Common Mistakes People Make in FOCUS

ÁReports submitted without updating the recertification information for the tenant rent 

and income information.

ÁUsers may not be familiar with the program and do not save the updated information 

properly. If this happens, the updates do not show up. If you are not familiar with the 

FOCUS database, we encourage you to attend a training.

ÁThe HOME project reporting period is April 1, 2021, to March 31, 2022. This can cause 

confusion to those not familiar with the HOME reporting period.

ÁPlease make sure all property contacts are always up to date. It is best to have a couple 

of people trained and set up as users in case of turn over.
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Common Errors Because of FOCUS

ÁThe program does not identify the type of subsidy layering so there may be an error 

regarding gross rents when dealing with PBV, 202, or 811 units.

Á It is always good practice to make sure your number of units and affordability levels 

match your regulatory agreement or your resolution. If these are incorrect, this can 

dbvtf!fsspst!ps!vojut!xpoǃu!nbudi/
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Property Inspections
HOME Program

ÅHousing Quality Standards (building code 

compliance)

ÅArea Around Building

ÅBuilding Exterior

ÅWater Heater

ÅFurnace

ÅGeneral Interior

ÅKitchen

ÅBath

ÅElectrical Panels

ÅNo pre-inspection visits from on -site 

maintenance

ÅOn-site staff was not prepared for the 

scheduled inspection 

ÅBroken smoke detectors (check batteries)

ÅBroken fixtures and locks

ÅNo hot water

ÅBroken/damaged windows and doors

ÅPest infestations 

ÅUnlabeled circuit breaker or fuses 

ÅNo clear egress

ÅBroken dishwasher

ÅBroken exhaust fan

ÅDamaged and discolored flooring

PRE-MONITORING Meeting

HOME Program Inspection Checklist Common Problems/Questions from 2021
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HOME Program Compliance

PRE-MONITORING Meeting  

A. Regulatory Agreements

B. Income and Rent Limits

C. HOME Rent Rules

D. Utility Allowance

Reference and Guides Available at:
https://www.contracosta.ca.gov/8545/Resources -for-Affordable -Housing-Develop
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Monitoring Forms

Income Determination Guide Available at:

www.hudexchange.info/resources/documents/HOMEGuideForIncomeAndAllowances.pdf

PRE-MONITORING Meeting  

× PSR

× Utility Allowance Calculation

× Lease Template

× Current Insurance Certificate

× Current Operating Budget

× Project Audit

× Affirmative Marketing Plan

× Grievance Procedure

× Annual Compliance Report

× Checklists are provided in pre-monitoring packet

× Tenant File Review Checklist
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Tenant File Review Documents Checklist
Please upload these documents for County staff to review each unit.

ÁTenant Income Certification Form ƿMove-in, signed and dated

ÁTenant Income Certification Form ƿRecertification, signed and dated

ÁCopies of original income documentation for both move -in and recertification (3 mos.)

Á Income Calculation for both move -in and recertification

ÁCopy of Social Security cards, if applicable

ÁCopy of identification for all household members

ÁCredit and criminal background check information

ÁStudent Status Certification

ÁAsset certification forms

ÁGps!IPQXB!vojut-!sfmfwbou!epdvnfoubujpo!jodmvejoh!epdupsǃt!tubufnfou

ÁCopy of signed lease, including applicable lease attachments

ÁSecurity deposit

ÁCopy of subsequent leases or addendums

ÁMove-in inspection, signed and dated by all parties

ÁRecent annual inspection form, signed and dated by all parties

ÁRecertification notices

ÁRent increase notices

ÁCalculation of rent increases and rent increase approval

ÁAll file correspondence

ÁMove out documents, if applicable

PRE-MONITORING Meeting  
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Using One Drive to Upload Documents

Å Primary Contact ƿMake sure you email edgar.cruz@dcd.cccounty.us with a minimum 

of at least 2 contacts per property. They will be the personnel granted access to the 

One Drive account for your property and responsible for furnishing all required 

documents.

Å Instructions for uploading documents have been emailed to all contacts listed in 

FOCUS. Please make sure the correct individuals receive them.

Å By now all of you should have received a zip file with different checklists of required 

documents. These are needed to fully conduct an official file review. Your designated 

point person will upload these documents to your One Drive account by simply 

dragging and dropping into the corresponding folder or selecting and clicking the 

upload button.

Å You will have until June 10, 2022, to submit all required documents.

Å Once you have uploaded all required documents, please send an email to 

edgar.cruz@dcd.cccounty.us so staff can begin their review.

Å Once complete, staff will contact your designated point person with any comments or 

issues. You will have two weeks to respond and correct any findings.

One Drive

Optional Training on 
May 11, 2022

1:30 ƿ3:00 pm

PRE-MONITORING Meeting  

mailto:edgar.cruz@dcd.cccounty.us
mailto:edgar.cruz@dcd.cccounty.us
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Monitoring Schedule/Timeline

April 1, 2022 PSR Report (in FOCUS) Due

Pre-Monitoring Meeting 

1:00 ƿ2:30pm

May 11, 2022

May 4, 2022

June 10, 2022

One Drive Training

1:30 ƿ3:00pm

Tenant Files due by 5:00pm on One Drive Link

July 12, 2022 Physical Inspection of Properties Begins


